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Welcome to SmartDraw 2010 
 

Communicate visually with powerful graphic visuals like Flowcharts, Org Charts, Mind Maps, 

and so much more using the quick automatic controls of SmartDraw. 

 

Building a visual is as simple as a few clicks of the mouse!  All you have to do is choose the 

template for the visual you want to build and use the visual-ǎǇŜŎƛŦƛŎ {ƳŀǊǘtŀƴŜƭϰΣ ǿƛǘƘ ƛǘǎ ƻƴŜ-

click building tools, to let SmartDraw do the work for you. 

 

Your days of dragging, dropping, and manually spacing symbols are over. 

 

!ƴŘ ƻƴŎŜ ȅƻǳΩǾŜ ŦƛƴƛǎƘŜŘ ōǳƛƭŘƛƴƎ ȅƻǳǊ ǾƛǎǳŀƭΣ {ƳŀǊǘ5Ǌŀǿ Ƙŀǎ ƻƴŜ-click export options, allowing 

you to animate and place your visual into a Microsoft PowerPoint® presentation, save your 

visual as a PDF or other file type, or place your visual into Microsoft Word® or Excel®. 

 

This User Guide provides detailed instructions in using these revolutionary controls.  You can 

find additional help in a variety of locations: 
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The Resources Section of SmartDraw.com  

 

±ƛǎƛǘ ƻǳǊ ǿŜōǎƛǘŜΩǎ Resources section for access to the SmartDraw Training Center, Tutorials, 

Graphics Glossary, and more. 

 

http://www.smartdraw.com/resources/
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Tech Support  

 

Visit the Support ǎŜŎǘƛƻƴ ƻŦ {ƳŀǊǘ5ǊŀǿΩǎ ǿŜōǎƛǘŜ ŦƻǊ ŀŎŎŜǎǎ ǘƻ ŀƴ ŜƳŀƛƭ ŦƻǊƳ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ǘŜŎƘ 

support phone numbers and Frequently Asked Questions. 

SmartHelp  

 

Within SmartDraw, you can click the  button on the right side of any screen to 

open an in-screen window of step-by-step instructions and tutorial videos.  ²ƘŀǘΩǎ ƎǊŜŀǘ ƛǎ ǘƘŀǘ 

the SmartHelp window will stay open while you work on your visual so that you can read along 

without having to close it or change screens. 

 

 

http://www.smartdraw.com/support/
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Chapter 1: Building Vis uals Using SmartDraw  
 

Opening a Visual Template  
SmartDraw has many templates for the visuals it offers.  Each of these templates has special 

ǎŜǘǘƛƴƎǎ ŀƴŘ ŀ ǎǇŜŎƛŀƭ ǎŜǘ ƻŦ ōǳǘǘƻƴǎ ǘƘŀǘ ƳŀƪŜ ōǳƛƭŘƛƴƎ ŀ ǇŀǊǘƛŎǳƭŀǊ Ǿƛǎǳŀƭ Ŧŀǎǘ ŀƴŘ ŜŀǎȅΣ ǎƻ ƛǘΩǎ 

important that you choose the right template. 

 

²ƘŜƴ ȅƻǳ ƻǇŜƴ {ƳŀǊǘ5ǊŀǿΣ ȅƻǳΩƭƭ ǎŜŜ ǘƘŜ IƻƳŜ {ŎǊŜŜƴΦ 
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The Home Screen 

 

There are a few different ways to open a visual. 

 

Start a Basic Visual Template  
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When you first open SmartDraw, notice that Basics are selected in the left-hand column of the 

Home Screen.  If you have opened SmartDraw before, this may not be the case, so click on 

Basics. 

 

 
 

Lƴ ǘƘŜ ¢ŜƳǇƭŀǘŜ tǊŜǾƛŜǿ !ǊŜŀΣ ȅƻǳΩƭƭ ŦƛƴŘ ōǳǘǘƻƴǎ ŦƻǊ ǘŜƳǇƭŀǘŜǎ ƻŦ {ƳŀǊǘ5ǊŀǿΩǎ Ƴƻǎǘ ŎƻƳƳƻƴƭȅ 

used visual types. You can click on one of these to get started right away.  Or if the visual you 

ǿŀƴǘ ǘƻ ŎǊŜŀǘŜ ƛǎ ƴƻǘ ǎƘƻǿƴ ƘŜǊŜΣ ŎƭƛŎƪ ǘƘŜ άaƻǊŜέ ŦƛƭŜ ŦƻƭŘŜǊ ǘƻ ǾƛŜǿ ǘƘŜ Ŧǳƭƭ ƭƛǎǘ ƻŦ ōŀǎƛŎ Ǿƛǎǳŀƭ 

templates.   



 

SmartDraw.com | Chapter 1: Building Visuals Using SmartDraw 14 

 

 
 

Search for a Template Using Keywords 

 

If you know what type of visual you would like to create, you can search for it using keywords.  

Click the Search button in the left column of the Home Screen. 

 

 
 

This opens the Search bar along the top of the Template Preview Area.   
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The Search Bar 

 

To get started, type a keyword ƛƴǘƻ ǘƘŜ {ŜŀǊŎƘ .ŀǊΩǎ ǘŜȄǘ ŜƴǘǊȅ ŦƛŜƭŘ.  As you type, suggestions 

appear below.  You can click on one of these to search for that suggestion, or click the button 

next to the text entry field to run the search. 

 

 
Suggestions Appear When You Type a Keyword 
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The first search result is shown in the Template Preview Area.  You can view the other search 

results by clicking the Previous and Next buttons in the Search Bar.  When you have found the 

visual you want to open, just click on it to get started. 

 

Open More Specific Templates and Examples  

 

In the left column of the Home Screen, click Templates under New.   

 

 
 

In the Template Preview Area, there are several file folder buttons organizing visuals by their 

function.  Click on one of these to open it. 
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IƴǎƛŘŜ ǘƘŜǎŜ ŦƻƭŘŜǊǎΣ ȅƻǳΩƭƭ ŦƛƴŘ Ǿƛǎǳŀƭǎ ǊŜƭŜǾŀƴǘ ǘƻ ǘƘŜ ǘƻǇƛŎ ƻŦ ǘƘŜ ŦƻƭŘŜǊΣ ŀǎ ǿŜƭƭ ŀǎ ƳƻǊŜ ŦƻƭŘŜǊǎΦ  

When you find the visual you want to create, click on it to get started. 
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!ǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ IƻƳŜ {ŎǊŜŜƴΣ ȅƻǳΩƭƭ ŦƛƴŘ ǘƘŜ bŀǾƛƎŀǘƛƻƴ .ŀǊΣ ŎƻƳǇƭŜǘŜ ǿƛǘƘ Back and 

Forward buttons, a Home button and breadcrumbs.   

 

 
The Navigation Bar 

 

The Back button will revert the Template Preview Area to the last screen it had shown.  Once 

you use the Back button, the Forward button becomes available so that you can return to the 

screen you had been viewing when you clicked Back. 

 

The Home button will take you back to the top level of the Home Screen ς in this case, as if you 

had selected Templates under New again. 

 

The rest of the Navigation Bar is devoted to breadcrumbs.  Each breadcrumb is a link to a page 

in the path you took to reach your current location in the Template Preview Area.  Just click on a 

breadcrumb to go back to that page. 

 

Open a Recently Used Visual 

 

In the left column of the Home Screen, click Documents under Recent.  In the Template Preview 

Area will be any saved file you have created or opened with SmartDraw.  Simply click on the 

visual you would like to revisit. 
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Open a Recently Visited Template  

 

Even if all you did was open and close a template, SmartDraw records which templates you open 

so that you can quickly find them again.  Click Templates under Recent in the left column of the 

Home Screen to view these recently visited templates. 
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The last template visited is the first on the list. 

Using the Application Screen to Build a Visual  
 

hƴŎŜ ȅƻǳΩǾŜ ƻǇŜƴŜŘ a visual template, you will arrive at the Application Screen, where you will 

be able to create your visual. 
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The Flowcharts Application Screen 

 

There are four basic regions on this screen: the Work Area, the Ribbon, SmartPanel, and 

SmartHelp. 
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The Work Area  

Your visual will be built in the Work Area.  As you add more symbols to it, the Work Area will 

automatically grow to make room.   

 

Although the Work Area looks like a single page, you will be able to split the Work Area into 

multiple pages prior to printing your visual.  This is something you should keep in mind, since a 

large visual printed on one page may have to be decreased in size so much that it becomes 

illegible.  For more on this, see Printing a Visual. 

 

The Ribbon  

The Ribbon contains all of the buttons you need for the basics of manipulating items in your 

visual.  The buttons there never change for any visual.  The Ribbon is divided into a set of tabs 

which sort the buttons based ƻƴ ǘƘŜƛǊ ŦǳƴŎǘƛƻƴΦ  CƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜǊŜΩǎ ŀ ǘŀō ŘŜǾƻǘŜŘ ǘƻ ƛƴǎŜǊǘƛƴƎ 

and formatting tables. 

 

 
The Ribbon Tabs 

 

Each tab is subdivided into groups which further organize the buttons. For example, in the 

image below, the Picture tab is divided into a group of options for inserting a picture, a group for 

changing the size and shape of the picture, and a group for editing the brightness and contrast 

of the picture. 
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The Picture Tab 

 

CƻǊ ƳƻǊŜ ƻƴ ǘƘŜ ōǳǘǘƻƴǎ ŎƻƴǘŀƛƴŜŘ ǿƛǘƘƛƴ ǘƘŜ wƛōōƻƴΩǎ ǘŀōs, see Chapter 2: The Ribbon. 

 

Just above the Ribbon is the SmartDraw button and Quick Access Toolbar.   

 

 
The SmartDraw Button and Quick Access Toolbar 

 

The SmartDraw button opens a menu containing functions such as New, Save, Export, and 

various other options for settings. 
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The SmartDraw Menu 

 

The Quick Access Toolbar has a series of one-click buttons: Undo, Redo, New, Save, Print, Save 

as PDF, Export to Microsoft Word®, Export to Microsoft PowerPoint®, and Export to Microsoft 

Excel®. 

 

 The Undo button removes thŜ ƭŀǎǘ ŀŎǘƛƻƴ ȅƻǳ ǇŜǊŦƻǊƳŜŘ ƻƴ ǘƘŜ ǾƛǎǳŀƭΣ ƭƛǘŜǊŀƭƭȅ άǳƴŘƻƛƴƎέ 

your action.  You can undo up to 100 actions at any given time. 

 

 The Redo ōǳǘǘƻƴ ƛǎ ǳǎŜŦǳƭ ƛŦ ȅƻǳ ǳǎŜ ǘƻ ǳƴŘƻ ōǳǘǘƻƴ ǿƘŜƴ ȅƻǳ ŘƛŘƴΩǘ ƛƴǘŜƴŘ ǘƻΦ  ¢ƘŜ ŀŎǘƛƻƴ 

removed by clicking Undo will be once again performed when you click Redo.  You can redo 

ŀƴȅǘƘƛƴƎ ȅƻǳΩǾŜ ǳƴŘƻƴŜ ǳƴǘƛƭ ȅƻǳ ǇŜǊŦƻǊƳ ŀ ƴŜǿ ŀŎǘƛƻƴ ƻƴ ǘƘŜ ǾƛǎǳŀƭΦ 

 

 The New button will open the Home Screen so that you can choose a template to open.  If 

the currently open visual has had any changes made to it, clicking on a new template will 

start a new instance of SmartDraw, leaving the current visual open.  If you click New while 

the template is still unchanged, the current template will be closed and the new template 

opened in its place. 

 

 The Save button will open the Save dialog box, where you can name your visual and specify a 

location for the .SDR file on your computer.  If you click the Save button again, it will simply 

save the file without the dialog box.  

 

 The Print button will always open the Print dialog box, where you can select a printer, 

specify which pages and how many copies to print, and change some settings for how your 

visual will be printed. 
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 The Save as PDF button opens the Export dialog box, where you can name your visual and 

specify a location for the .PDF file on your computer.  You cannot use SmartDraw to edit the 

PDF file that is created, but this file format is handy for sharing the visual with your peers. 

 

 The Export to Microsoft Word® button instantly places your visual into a Microsoft Word® 

document.  If a document is already open, the visual will be placed on a page there.  If not, a 

new document will be opened, and the visual will be placed on the first page. 

 

 The Export to Microsoft PowerPoint® button instantly places your visual into a Microsoft 

PowerPoint® presentation.  If a presentation is already open, the visual will be placed on the 

last slide there.  If not, a new presentation will be opened, and the visual will be placed on 

the first slide. 

 

 The Export to Microsoft Excel® button instantly places your visual into a Microsoft Excel® 

workbook.  If a workbook is already open, the visual will be placed on a sheet there.  If not, a 

new workbook will be opened, and the visual will be placed on the first sheet. 

 

SmartPanel  

In contrast to the Ribbon, each visual has its own unique SmartPanel, with controls specialized 

to building that particular visual.  Some will have symbol galleries for adding symbols, others 

ƘŀǾŜ ά!ŘŘ ¢ŜȄǘέ ōǳǘǘƻƴǎΣ ŀƴŘ Ƴŀƴȅ ƘŀǾŜ ǎǇŜŎƛŦƛŎ ōǳǘǘƻƴǎ ŦƻǊ ŀŘŘƛƴƎ ǘƘƛƴƎǎ ƭƛƪŜ ǘŀǎƪǎΣ ǘƻǇƛŎǎΣ 

ancestors, and so on.   
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The Flowcharts SmartPanel and the Floor Plans SmartPanel 

 

Many SmartPanels, such as that of Flowcharts shown above, employ Automatic Shape 

Connectors, which means you will not only add a symbol, but it will also be connected to 

another symbol already in the Work Area, with perfect spacing and placement.  These give you 

the ability to produce your visual with record speed.  We will further discuss Automatic Shape 

Connectors in Chapter 3.  

 

As you may notice in the images above, every SmartPanel has a button for opening SmartHelp at 

the bottom. 

 

SmartHelp  

Because each visual is different from the others, SmartDraw has visual-specific SmartHelp 

focusing on how to use SmartPanel and the Ribbon to build the visual for which your template 

was intended.  Many tasks discussed in SmartHelp also have a link to a web-based video which 

shows you how to perform that task. 
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By default, SmartHelp is closed so that you have more room in the Work Area.  To open 

SmartHelp, you can click Open Help in SmartPanel.  Or you can click Help in the title bar of the 

Work Area. 

 

SmartHelp does not open in a new window, which means you can keep it open while you build 

your visual.  This way you can follow along without having to close it to do the next step. 

Adding Color and Style to a Visual  
SmartDraw makes adding color to your visual just as easy as building it. 

 

Themes 

You can change the entire color scheme of the visual with a single click.  Themes provide a 

professional, color-coordinated appearance to the entire visual.  In the Home tab, just click on a 

theme in the Theme group and all colors are instantly changed. 
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